
Export/Import Solicitation During Creation of an Offer 

October 29, 2015 
 
 

1 
 

Vendors may have the ability to export/import the solicitation RFx Response. The excel file can then be used to 

enter offer prices on all items except off-shore locations. If a solicitation can be exported out of WBSCM, there 

will be either an export and an import button, or only an export button, displayed under “Create RFx Response”. 

  

These instructions provide guidance on the proper procedures to follow when using the export/import 

functionality. 

 

Prior to the steps below, the offeror must have created an offer (instructions for this is found under the 

document titled “Submitting an Offer on Invitation for Bid Solicitation” immediately after the steps found on 

page 5) and the Create Bid popup window entitled “Create RFx Response” must be displayed as such: 

 

 
Figure 1.   

 

Step 1: To export the bid offer form, click the “Export” link. 

Step 2: Once the “Export” link has been selected, at the bottom of the page three options will be displayed, Open, Save or 

Cancel. To assure proper format of the file is preserved, AMS recommends using the “Save As” feature. 

 Note: If the user clicks on the “Open” file button, the file format will NOT work for importing data back into 

WBSCM. It is also important to NOT change any of the fields or add any columns to the file if you intend to 

import it back into WBSCM. 
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Figure 2. 

 

Step 3: Once “Save As” has been selected, save the excel file as “RFx Response” on your computer. 

 

 
       Figure 3.  
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Step 4: After the response file is exported, save the offer response so any work that has been completed on the RFx 

Response page is saved. 

 
Figure 4. 

 

Step 5: Once the RFx Response excel file has been saved on your computer, go to the location it was saved and open the 

file. When trying to open the file, the message displayed in Figure 5 will appear, select “Yes”. 

 

 

 
Figure 5.  

 

Step 6: After the file is open, enter your offer prices for the line item you want to bid on, EXCLUDING any offshore 

destinations. Keep in mind the “Price” column will only allow four numbers after the decimal. 

Note: Offshore destinations will have a “Yes” in the offshore column. Also, please note that destinations that are 

lotted together form a full truckload and will have a correlation number showing in the correlation column. 
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Figure 6.  

 

Step 7: After all prices are entered on the items you wish to bid on, save the file—keeping it in the same file format. Click 

“Save” and the message in Figure 6 will appear. Select “Yes”. 

 

 
  Figure 7. 

 

Step 8: Once selecting “Yes”, close out of excel. A message will appear asking if you want to save changes to ‘RFx 

Response’. While it might seem counterintuitive, select “Don’t Save”. 

 

 
Figure 8. 

 



Export/Import Solicitation During Creation of an Offer 

October 29, 2015 
 
 

5 
 

Step 9: Return to WBSCM RFx Response page. In order to import the file, select “Edit” shown in Figure 9. After clicking 

the “Edit” button, you will be able to import the RFx Response file shown in Figure 10. 

 
Figure 9. 

 

 
Figure 10. 

 

Step 10: After selecting “Import”, the window shown in Figure 11. Select “Browse” and navigate to where the excel file 

is located. 
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              Figure 11. 

 

Step 11: Select the file and click the “Open” button. 

 
       Figure 12. 

 

 

Step 12: The URL for the file will be displayed. Select the “Upload” button. 
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                Figure 13. 

 

Step 13: Once the file is uploaded, navigate to the Items tab and enter any offshore prices, if applicable, and check your 

offer. Prices that were entered in modified excel sheet will be shown under the prices column. 

NOTE: Steps for bidding on an Offshore location are located on Page 14 on the procedures for “Submitting an 

Offer on Invitation for Bid Solicitation”.  

 

 

 
Figure 14. 

 

 

 

 


